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ASSI STANT POLI CE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible adm nistrative position,
the primary duties of which are assisting the Police Chief in
overseeing the operations of the departnment. The enpl oyee of
this class assists in planning and directing departnental
operations, including the managenment of personnel; nmaintaining
depart nment equi prment property, and supplies; managi ng
depart nent al records; providing for enpl oyee training;
perform ng public relations duties; and assisting in directing
| aw enf orcenment activities of the departnment. The incunbent of
this class nay be required to performthe duties of the Police
Chief in the Chief's absence. The Assistant Police Chief works
with a high degree of independence, reporting to and havi ng work
reviewed by the Police Chief. This class ranks directly bel ow
that of the Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Assists in managing all operations of the police departnent.
Determi nes how to organize operations of the departnment,

i ncluding how to deploy departnment personnel. Oversees |aw
enf orcenent activities of the departnment, including patrol,
traffic control and traffic accident investigation, special
tactical operations, crimnal investigation, training, and

handl i ng of juveniles. Conducts inspections of various services
of the department and observes departnment operations. Eval uates
the effectiveness of the various services follow ng i nspections
and di scusses such eval uati ons with enpl oyees i n charge of areas
i nspected to correct or inprove probl emareas. Keeps informed on
nodern nethods of police departnment work and any | ocal
conditions which the departnment nmay be called upon to handle.
St udi es new | aws, regul ations, ordi nances, and court rulings to
determne if changes in departnment policies and procedures are
needed.

Recommends managenent policies, goals, and objectives for the
depart nment. I nvestigates conplaints against depart ment
personnel and forrmulates a recomendation for reply to the
conplaint or for action to be taken. Organizes and manages a
per sonnel recruitment and selection program I nterviews
prospective enployees and makes reconmmendations for hiring.
| nvestigates all accidents involving departnment equipnment or
personnel and makes recommendati ons on procedure to avoid future
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accidents. Sees that all departnment personnel policies conform
to EEOC st andards.

Supervi ses subordi nat e depart nent enpl oyees. Del egates authority
to subordinates for effective operation when such del egation is

al l owed by |aw. Hol ds neetings with subordinates for the
purpose of receiving reports or dissemnating information.
Conducts roll call in order to give on-comng shift pertinent
information to policy changes, directi ves, orders, and

cancel l ations. Supervises enployees by inspecting appearance,
assi gning work areas and schedul es, approving | eave, eval uating
and discussing performance with enployees, witing enployee
eval uation reports, and reviewing reports witten by
subor di nat es. Di scusses performance of subordinates with the
Police Chief. Counsel s enpl oyees who are experiencing work
pr obl ens. Conducts corrective interviews and recomends
disciplinary action to the appointing authority.

Oversees the preparati on and mai nt enance of departnmental records
such as financial, personnel, activity, and inventory records.
Revi ews records conpleted by subordinates to insure accuracy.
Determ nes what information should be included in departnent
records and in what form this information should be kept.
Revi ews i ncom ng comruni cati ons, maki ng assi gnnments to staff and
writing conments and notes as necessary in order to route work
to the appropriate person or |location. Personally conpletes all
fornms and records required to docunment department activity.

Manages the general care, maintenance, and use of departnmental
equi pment, vehicles, and related departnent property. Locates
repair services and arranges for repairs and mai ntenance of all
departnment buil di ngs, property, or equi pment, or assigns such to
qualified department personnel. Oversees the inventory of
suppl i es and equi pnment, and purchases or reconmends t he purchase
of equi pment and supplies in the manner provided by | awful
aut hority, keeping such purchases within the established budget.
Assures that all police departnment equipnent, such as
conmuni cations systens or police units are operational.

Assi sts the Police Chief in preparing the departnmental operating
budget. Gathers information to be used in budget preparation.
Supervi ses field managenent of noney used by investigative staff
in order to control possession or expenditure of funds. Reviews
and signs purchase requisitions, vouchers for paynent, or
related financial records and sees that they are paid in
accordance w th departnental policy. Prepares expenditure
esti mates and payroll records.

Pronptes a positive public inmage of the work of the departnment

in the daily performance of duties. Works with other public
service agencies on projects of nutual concern to both the
agency and the police departnent. Acts as departnental

representative to the news, nedia, releasing informtion and
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answering questions concerning the work of the departnment.

Eval uates the traini ng needs of the departnent and provides for
enpl oyee training at all levels wthin the departnent by
scheduling departnment training or outside training to neet
needs. Provides on-the-job training for departnment nenbers.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be net by the filing deadline for application for adnmission to
the test.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and a qualified elector of the state of Louisiana.

After offer of pronotion, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a valid Louisiana driver’s license.
Must be a regul ar and pernmanent enployee in the class of Police

Li eutenant for at least three (3) years immediately preceding
closing date for application to the board.
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